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ST. JOAN ANTIDE SCHOOL
56, Filippu Castagna Str; Gudja GDJ 1172

SECURITY POLICY
Our aim is to provide a safe and secure environment for our pupils, staff and visitors.  Our Security Policy ensures that we have in place effective procedures to enable us to achieve this aim.

ROLES AND RESPONSIBILITIES

Management Responsibility - School security is shared between the Governing Body, SMT and Staff.

Role of the Governing Body

The Governing Body is responsible for formulating the Security Policy and monitoring its implementation.

Any key issues that arise are taken to the Governing Body and resource implications to the SMT for discussion.
Role of the Headteacher

The Headteacher will be responsible for implementing the Security Policy agreed by the Governing Body.

The Headteacher will ensure:

· All staff appreciate the importance of security and understand the school’s policy and their responsibilities; 

· Staff training needs are kept under review and training as necessary; 

· Parents are informed of the security Policy and encouraged to help; 

· Formal risk assessments are conducted by a member of the SMT and updated on a termly basis.  

· In addition routine security checks are carried out on an on-going basis by the health and safety representative.
GUIDELINES FOR SCHOOL SECURITY
Security of Pupils, Staff and Visitors
Security Strategies in School

Staff
· Staff based in school are the only staff to know the place where the main door key is kept; 

· Yr1 teachers will be in charge of opening and closing door at and after lunchtime.

· Staff to contact the School Office or SMT in an emergency, by sending message with LSA or pupils; 

· Staff to have meetings with parents in the Head’s office 

· All staff must challenge visitors seen wandering in the school premises.
Visitors
· All visitors, including contractors, to come to office entrance, report to School clerk. 

· All parents to make an appointment to meet with a member of staff.  To follow the same procedure as above; 

· Parents to be reminded of our security strategies on a regular basis through circulars; 

· All staff must ensure that the people trying to gain entry to the School should enter via the School Office. They should not gain entry through the main door or convent door.
Hardware

· Push button combination locks should be in operation on the main entrances to school – especially green gate; 

· All external doors to be kept closed.  (Doors can be opened internally but not externally); 

· Main door is to be kept not just closed but locked at all times.

· All rooms containing equipment that may pose a risk to be kept locked – handyman’s room, I.T.  room, school kitchen and rooms containing cleaning equipment; 

· All windows to be secured as soon as funds are available.  In the meantime avoid leaving tables, chairs or cupboards near windows which might make it easier for pupils to lean over.

· All glass (library, office, garage door) is to be covered by transparent plastic by handyman.

Outside School
· School gates to be kept locked out of school hours; 

· School gates to be kept closed and bolted during school hours; 

· Children must not play in areas marked as out of bounds - by the school gates, in the pink corridor and by the school sheds; 

· All staff to challenge visitors on the school grounds during playtimes; 

· During school netball matches, the netball ground will used only by players and supporters all other pupils to play in the area in front of the office. 

Pupils arriving early.
School starts at 7.45am but the door will be open at 7.15am for mass. The door will be opened at by full time cleaner as soon as she arrives if there are pupils waiting outside green gate.  Pupils are to wait sitting down beside cleaner until a member of SMT arrives.  The pupils are then taken to ground (hall when it rains) until their teacher arrives.

Pupils leaving school at 1pm.

At 12.50pm pupils leaving with parents will be called to the sports ground. One cleaner (Ms Joanne Borg) will be by the convent door. One Assistant Head (Ms Carmen Farrugia) will be in the sports ground and will call Yr1 and Yr2 pupils to start leaving through convent door.  Parents have to come up to convent door to pick up pupils.

At 12.55pm all staff and pupils leaving with vans will be called.  They find their stations in classrooms (See Appendix Transport lists).  Corridors are to be left empty.  One cleaner (Ms Diane Farrugia) will stay by green gate to help pupils board the vans.  Headteacher will call teacher and van number as vans drive up the narrow road.
· All pupils are to be kept sitting down in class while they wait for their van to be called. When their van is called, teachers accompany pupils to van waiting near green gate. Do not go down narrow road.
· Teachers are to wait near the door of class/hall to make sure they hear the vans being called and to ensure that nopupils stay in corridor.

· From class to van, pupils line up in twos.

· Where an LSA has a full time case or a teacher has a pupil with a court order, priority is given to these cases. Please ask teacher in your same class to look after your van pupils until you settle the aforementioned cases.

Full time cleaner (Ms Joanne Borg) is to make sure the grey gate is closed between 12.30-1.30pm to avoid parents and pupils using the narrow road when vans are coming up.

Security of Equipment
Security strategies

Inside School Building

· All expensive, portable equipment to be marked as belonging to the School.
· Staff to be responsible for returning equipment to the school clerk who will also be in charge of the inventory.
Outside School Building
· Security fencing (or increase wall height) to the front and side of the school to prevent intrusion when funds are available.
Security of Staff, Visitors, Pupils and Equipment during whole-school events.
Parents’ evening
· All rooms apart from classrooms, kitchen and staffroom to be locked; 

· Staff to meet with parents in the Hall.
Fundraising Events
· All rooms apart from those required to be locked; 

· All CD’s, cameras and expensive school equipment to be locked in cupboard in Headteacher’s Office; 

· For outside events – Summer School BBQ etc. use toilets in ground so people have access to toilet facilities without having access to school building.
Monitoring of strategies
· Informally through verbal reports from staff and visitors; 

· Formally through weekly meetings, when necessary “Premises, Health and Security” SMT and Governing Body meetings.
All staff to take shared responsibility to ensure the security strategies are implemented.
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